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SUGGESTED  PROCEDURES  FOR  ESTABLISHIM} 


EXTENSION  RECREATION  PROGRAMS 


Prepared  by 
A.  Castle,  Chief 
Division  of  Extension  Education 
Department  of  Public  Instruction 

and 

Reproduced  by 
State  Planning  Board 
Department  of  Commerce 


November,  1952 


COMMONWEALTH  OF  PENNSYLVANIA 
DEPARTMENT  OF  PIBIIC  INSTRUCTION 
HARRISBURG 


Mr.  Kenneth  W,  Abell 
Recreation  Consultant 
State  Planning  Board 
129  Caoitol  Building 
Harrisburg,  Pennsylvania 

Dear  Ivir*  Abell: 

I concur  in  your  statement  that  in  vieifr  of  our  revised 
salary  schedule  for  recreation  workers,  and  of  the  rather  coraolex 
administrative  detail  involved  in  organizing  and  administering  ex- 
tension recreation  activities  ?;hich  can  be  approved  for  State  aid, 
an  explanatory  statement  should  be  prepared  and  distributed  to  all 
concerned.  I regret  that  present  policies  in  this  Department  make 
the  mimeographing  and  mailing  of  such  a statement  impossible. 

However,  pursuant  to  your  suggestion,  I have  taken  the 
time  to  prep3.re  such  a statement  in  considerable  detail  ?'hich  I 
trust  rill  serve  as  a guide  to  public  school  officials  and  members 
of  legal  boards,  in  planning  the  establishment  of  an  extension 
recreation  program,  or  in  transferring  a recreation  program  from 
municipal  to  public  school  auspices  for  the  benefits  of  State  aid. 

While  I am  not  authorized  to  interpret  our  School  laws, 
this  statement  contains  the  more  important  aspects  of  the  policies 
that  are  being  followed  by  this  office  in  the  administration  of  ex- 
tension recreation  programs.  It  would  be  most  helpful  if  you  could 
find  the  means  for  mimaographing  this  statement  and  distributing  it 
among  those  concerned,  Just  as  widely  as  possible. 

Please  know  that  I appreciate  greatly  your  continued  whole- 
hearted cooperation  and  helpfulness.  Both  of  us  should  feel  highly 
gratified  at  our  last  count  showing  768  school  districts  now  naintain- 
ing  free  extension  recreation  programs  and  many  of  them  operating  the 
year  around.  Thanks,  and  more  power  to  you. 

Sincerely  yours. 


A.  Castle,  Chief 

Division  of  Extension  Education 


SUGGESTED  PROCEDURES  FOR  ESTABLISHING 
EXTENSION  RECREATION  PROGRAMS 

Pennsylvania  School  laws  authorize  regular  State  aid  in  support 
of  recreation  activities  provided  such  activities  are  organized  by  Boards 
of  Public  School  Directors  as  an  Integral  part  of  their  local  program  of 
free  public  school  service.  Virtually  every  conceivable  type  of  cooper- 
ation between  Boards  of  Public  School  Directors  and  other  public  agencies 
is  authorized  by  law  and  may  be  entered  into  without  jeopardizing  State 
aid  for  such  activities  so  organized  and  administered.  All  recreation 
leaders,  however,  who  have  been  employed  by  a local  school  board  must  be 
properly  certificated  by  the  Department  of  Public  Instruction,  and  their 
programs  must  be  planned  and  supervised  by  regularly  appointed  public 
school  personnel. 

Too  much  cannot  be  said  of  the  advantages  accruing  to  a cooper- 
ative program  of  recreation  jointly  supported  by  a local  Board  of  Public 
School  Directors  and  a local  City  or  Borough  Council,  by  which  a full  use 
of  all  available  funds  and  facilities  can  be  insured.  Two  distinct  types 
of  community  recreation  programs  are  now  being  administered  under  existing 
legislation,  as  follows! 

1,  Public-school  extension  recreatioa  programs,  which  are  organized 
and  adndnistet^  as  an  integral  part  of  a local  program  of  free 
public  school  service,  for  which  regular  State  aid  is  available, 

2,  Community  recreation  programs  administered  by  a municipality 
through  a legal  board  appointed  by  a I^ikyor  or  Burgess,  with 
which  a board  of  public  school  directors  may  cooperate  in 
matters  of  contributions  of  funds  and  the  use  and  maintenance 
of  facilities,  but  for  which  no  State-aid  is  available. 

Under  permissive  legislation,  the  enlistment  of  community-wide 
Interest  and  supiport  with  full  use  of  all  available  municipal  and  public 
school  facilities  and  with  benefit  of  State-aid,  can  be  attained  readily. 


Suggested  Procedures  for  Establishing  Extension  Recreation  Programs 


by  cooperative  written  agreement  between  a local  school  board  and  a 
legally  constituted  recreation  board  or  agency.  Such  cooperative  orograms, 
however,  are  governed  by  existing  school  legislation  as  indicated  in  the 
following : 

1.  In  any  agreement  between  a Board  of  Public  School  Directors  and  other 
Public  Agencies,  such  Board  may  not  delegate  to  others  any  of  the 
authority  vested  in  it  by  legislative  mandate,  but  administrative 
and  supervisory  responsibility  may  be  assigned  to  anyone  employed  by 
them,  subject  to  the  discretion  of  the  local  school  executive  and 
the  approval  of  his  Board, 

2.  lihere  no  legal  recreation  board  exists,  school  officials  may  establish 
a recreation  program,,  and  in  order  to  enlist  community-wide  interest 
may  request  the  appointment  of  a legal  recreation  board  to  serve  in 
planning  and  developing  the  program,  or  the  local  school  executive 
may  appoint  a Citizens  Advisory  Recreation  Committee  to  assist  him  in 
such  planning  and  development, 

3.  Where  a legal  Recreation  Board  exists  and  is  operating  a recreation 
program,  the  benefit  of  State-aid  can  be  secured  by  working  out  a 
written  agreement  with  public  school  authorities,  whereby  school 
officials  would  assume  administrative  responsibility  for  all  professional 
aspects  of  the  program,  but  retaining  such  board  and  employing  its 
experienced  personnel  to  assist  in  the  continued  development  of 
recreational  service.  Such  legal  boards,  being  comprised  of  public- 
spirited  citizens  representing  the  School  District,  Council,  and  the 
public  at  large,  and  who  are  thoroughly  acquainted  with  local  recreation 
needs  and  facilities,  should  be  retained  for  the  contribution  they  are 
prepared  to  make. 

4.  For  approval  of  State-aid,  recreation  leaders  must  be  properly 
certificated  and  their  salaries  must  be  paid  from  public  school  funds 
through  the  regular  school  board  channels.  Appropriations  of  money 
by  a municipality  for  recreation  purposes  should  be  continued,  and 
arQT  part  thereof  intended  for  salaries  of  leaders  should  be  given  as 
an  outright  grant  to  the  school  board  for  that  purpose,  the  balance 
of  such  appropriation  intended  for  equipment  and  maintenance  costs 
being  retained  if  desired,  by  the  legal  board  and  administered  by  them, 
subject  to  the  written  agreement  entered  upon. 

5.  Annual  Pre-Appro-^l  of  Extension  Recreation  programs,  is  required  by 
the  Department  of  Public  Instruction,  and  upon  completion  of  an  agree- 
ment between  a legal  Recreation  Board  and  the  Board  of  School  Directors, 
it  is  the  responsibility  of  the  local  school  executive  to  request  and 
secure  pre-approval  forms  (PIEE-7)  from  Mr,  A.  W,  Castle,  Chief  of 

the  Division  of  Extension  Education,  Department  of  Public  Instruction, 
I^rrisburg,  Pennsylvania,  to  whom  they  must  be  returned  for  pre-approval. 
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Excepting  in  the  case  of  a financially  distressed  school  district  which 
is  receiving  special  aid  from  the  Department  of  Public  Instruction, 
once  a program  has  been  approved  for  a given  school  year,  activities 
may  be  added  to,  or  dropped  from  the  program  during  that  school  year, 
in  accordance  with  local  needs,  without  further  approval, 

6,  In  utilizing  all  available  public  and  private  recreation  facilities, 
a local  school  executive  may  assign  recreation  leaders  to  service  at 
any  place  other  than  on  school  property,  either  within  or  outside  of 
his  school  district. 
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ADiCENISTRATIVE  PROCEDURES 


1,  All  applications  for  Pre-aporoval  of  Extension  Recreation 
Activities,  all  annual  Extension  Education  Reports,  and  all 
applications  for  State-aid  should  be  prepared  and  submitted  on 
the  basis  of  the  official  school  year  which  is  from  the  first 
Monday  of  July  to,  but  exclusive  of,  the  next  succeeding  first 
Ufonday  of  July, 

2,  All  extension  recreation  activities  are  subject  to  pre-approval 
by  the  Department  of  Public  Instruction  prior  to  the  time  at 
which  such  activities  are  begun,  application  for  which  is  made 
on  Form  PIEE-7,  copies  of  which  can  be  secured  from  A*  W,  Castle, 
Chief  of  Extension  Education,  to  whom  they  must  be  returned  for 
pre -approval, 

3^  The  Annual  Extension  Education  Report  (Form  PIEE-1)  is  due  on  or 
before  August  1,  each  year,  folloiving  the  close  of  the  school 
year  on  the  Sunday  before  the  first  Monday  of  July  preceding, 
and  all  extension  service  maintained  during  that  entire  school 
year  should  be  included  in  that  report  embracing  July  and  August 
of  the  one  summer  program  and  probably  June  of  the  next  summer, 

4.  Application  for  State-aid  in  support  of  extension  recreation 
activities  is  made  on  the  regular  public  school  Application  for 
Appropriation  (Form  PIBB-3)  which  is  submitted  each  fall  by 
school  executives.  Such  application  should  follow  the  instructions 
under  sub-item  (f)  of  Item  2 of  that  form  which  requests  that  the 
list  of  full-time  day-school  teachers  for  the  current  school  year 
be  followed  by  a list  of  extension  teachers  including  recreation 
leaders  employed  during  the  preceding  school  year. 
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SUGGESTED  PROCEDURES  FOR 
CARRYING  OUT  THE  COOPERATIVE  PIAN 
BETWEEN  SCHOOL  DISTRICT  & RECREATION  AGENCY 


1,  The  Recreation  Director  should  - 

a.  Enlist  the  experience  of  the  Recreation  Board  in  select- 
ing list  of  recreation  leaders  to  be  recommended  to  the 
local  school  executive. 

b.  Secure  other  recommendations  of  such  Board  as  to  equipment, 
maintenance,  program  of  activities  and  other  projects , 

c.  Submit  in  writing  to  the  local  school  executive,  all 
recommendations  made  by  the  Recreation  Board, 

2.  When  the  recreation  personnel  has  been  determined  upon  and 
approved  by  the  School  Board,  the  Recreation  Director  should 

move  at  once  to  see  that  proper  certification  of  all  such  personnel 
is  secured  from  the  Department  of  Public  Instruction  prior  to 
their  assignment  to  duty  because  only  that  recreation  service 
which  is  rendered  under  proper  certification  is  eligible  for  State- 
aid,  and  to  that  end  he  should  - 

a.  Secure  a sufficient  number  of  applications  for  certificate 
(Form  PITC-57,  Department  of  Public  Instruction)  and 
present  the  credentials  of  all  such  leaders,  as  required 
thereon,  to  his  school  executive,  for  immediate  trans- 
mittal to  the  Department  of  Public  Instruction  because  the 
date  on  which  such  applications  are  received  by  the  De- 
partment of  Public  Instruction  constitutes  the  beginning 
of  reimbursable  service, 

b.  See  that  application  is  made  for  the  Temporary  Extension 
Standard  Certificate  (Form  PITC-40)  for  all  persons 
possessing  the  necessary  qualifications  (See  "Notej" 
following}* 

c.  See  that  the  responsible  District  (City)  or  County  Super- 
intendent of  Schools  issues  an  Emergency  Certificate 
immediately  for  all  such  leaders  who  are  not  qualified  for 
the  Temporary  Extension  Standard  Certificate  (See  "Note:" 
following). 
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Suggested  Procedures  for  Carrying  Out  the  Cooperative  Plan 
Betv/een  School  District  & Recreation  Agency 


Note  I Day-school  certificates  are  valid  for  approval  of  State- 
aid  for  recreation  service  in  the  fields  which  they 
specifically  cover  such  as  Art  and  Handicrafts,  Vocal 
and  Instrumental  Music,  Industrial  Arts,  and  Health 
and  Physical  Education  but  - special  certification  in 
the  form  of  a Temporary  Extension  Standard  Certificate 
is  required  in  addition  to  any  type  of  day-school 
certificate  for  all  general  recreation  service  such 
as  the  supervision  of  playgrounds,  community  centers, 
and  social  dancing.  To  avoid  jeopardizing  State-aid 
all  recreation  leaders  should  be  covered  by  the 
Temporary  Extension  Standard  Certificate  making  all 
of  them  available  for  assignment  to  general  recreation 
service • 

The  Temporary  Extension  Standard  Certificate  is  subject 
to  annual  renewal,  and  may  be  issued  to  any  person 
possessing  two  years  of  pertinent  post-high  school 
education  or  its  equivalent  in  education  or  success- 
ful experience  or  both. 

When  better  qualified  leaders  are  not  available, 

County  and  District  Superintendents  of  Schools  may 
issue  an  Emergency  Certificate  to  anyone,  which  must 
be  reported  to  the  State  Superintendent  of  Public 
Instruction  within  three  weeks  of  the  date  of  its 
issuance,  and  it  becomes  valid  for  a period  of  three 
months.  If  desired,  the  school  executive  may,  prior 
to  the  expiration  of  the  three  month  period,  request 
an  extension  of  such  certificate  and  if  approved  by 
the  State  Superintendent  of  Public  Instruction  it 
becomes  valid  for  the  balance  of  that  calendar  year, 

3.  When  the  certificates  are  received  and  recorded,  the  local  school 
executive  would  do  well  to  assign  specific  responsibility  to  his 
Director  of  Recreation  including  the  following: 

a,  A preliminary  meeting  of  all  members  of  his  staff  for  out- 
lining the  entire  program;  explaining  required  reports; 
stating  the  educatioml  objectives  of  character  education, 
and  citizenship  training  to  be  attained;  explaining  the 
daily  and  weekly  schedule  of  activities;  setting  up  a program 
of  competitive  sports  and  activities;  preliminary  planning 
for  final  exhibits  and  shows,  field  meets,  athletic  games, 
concerts,  pageants,  contests,  picnics;  question  and  answer 
period  for  the  personnel;  and  schedule  of  staff  meetings. 
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Suggested  Procedures  for  Carrying  Out  the  Cooperative  Plan 
Between  School  District  & Recreation  Agency 


b.  Assignment  of  individuals  to  their  resoective  orogram 
tasks. 

c.  Personal  inspection  with  leaders  as  to  the  sanitary, 
health,  and  recreation  facilities  of  their  respective 
assignments, 

d.  Establishing  a system  of  recording  and  periodical  report- 
ing to  the  school  executive  as  to  hours  of  service, 
certification,  and  salary  of  personnel. 

e.  Preliminary  preparation  of  records  required  for  annual 
reporting  to  the  Department  of  Public  Instruction, 

f.  Following  through  on  required  annual  reports  and  appli- 
cation for  State-aid, 

g.  Personal  oosting,  with  reoective  leaders,  of  all  playgrounds 
and  recreation  areas  and  centers,  shovdng  clearly  the  hours 
of  the  day  and  the  days  of  the  week  during  which  all  areas 
and  centers  will  be  supervised,  and  the  date,  if  any,  on 
which  such  supervision  will  begin  and  end, 

4.  Since  State-aid  is  available  only  for  recreation  service  rendered 
following  certification,  and  since  considerable  time  will  be 
necessary  in  order  to  secure  certificates,  preliminary  planning 
should  be  begun  not  less  than  three  months  before  the  program 
is  to  be  started. 
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ADMINISTRATIVE  POLICIES 
lifeindated  and  Implied  by  School  Legislation 


1.  For  approval  of  State-aid,  all  recreational  activities  must  be 
organized  and  administered  as  an  integral  part  of  a local  program 
of  free  public  school  service  (Section  1906,  Pennsylvania  School 
Laws). 

2.  For  aoproval  of  State-aid,  all  extension  recreation  activities  must 

be  entirely  free  of  any  set  charges  against  participants  or  spectators, 
(Section  1902). 

3.  For  approval  of  State-aid,  all  recreational  activities  maintained  by  a 
given  school  district,  must  be  open  and  available  to  all  residents  of 
that  district  who  are  qualified  to  participate. 

4.  For  approval  of  State-aid,  recreational  activities  for  out-of-school 
youth  and  adults  may  be  maintained  at  any  hour  suited  to  their 
convenience,  but  such  activities  for  day  school  pupils  and  children 
must  be  imintained  during  out-of-school  hours  only, 

5.  Any  period  immediately  preceding  the  opening  of  school  or  immediately 
following  without  a break,  the  closing  of  school  or  during  the  noon 
or  any  other  recess  period,  is  essentially  a part  of  the  established 
school  day  and  cannot  be  employed  for  extension  recreation  purposes 
for  day-school  pupils  and  children,  such  activities  for  them  being 

restricted  to  later  afternoon,  evenings,  Saturdays  and  vacation  periods. 

6.  Rehearsals  of  class  plays,  school  bands,  school  choruses,  and  like 
recreational  activities  for  restricted  day-school  groups,  are  not 
eligible  for  extension  State-aid  even  when  held  during  out-of-school 
hours, 

7.  If  a recreation  program  includes  the  use  of  such  public  facilities  as 
a swimming  pool  for  which  certain  charges  are  ordinarily  made,  the 
approval  of  State-aid  is  contingent  upon  and  restricted  to  periods 
during  which  all  such  charges  are  waived, 

8.  The  provisions  of  Section  II46  of  Pennsylvania  School  laws,  as  to 
Teacher-Coach,  restricting  the  total  number  of  hours  of  service  per 
week  to  12,  for  teachers  and  leaders  otherwise  concurrently  fully 
employed,  and  to  36  hours  per  week  for  those  not  otherwise  concurrently 
fully  employed,  apply  only  to  the  hours  of  service  of  teachers  and 
leaders  in  immediate  charge  of  group  activities,  but  do  not  apply  to 
the  hours  of  service  per  week  rendered  by  general  supervisors  and 
directors  of  recreation  programs, 

9.  All  inatters  relating  to  the  education  and  certification  of  all 
recreation  personnel  are  exclusively  under  the  jurisdiction  of  The 
Bureau  of  Teacher  Education  and  Certification  of  the  State  Department 
of  Public  Instruction  and  such  matters  should  be  cleared  directly 
with  that  Bureau, 
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